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HCM/ELM - Change Impacts 

Area Enhancement Impact 

Human 
Capital 

Management 
(HCM) 

Automated processes, improved efficiency and 
effectiveness, improved internal controls 

Human Resources 
Payroll 

All Employees 

Life event benefit changes allowed any time throughout 
the year; on-line process vs. paper process only (today) 

All Employees 

Elimination of new hire forms (upon completion of all 
NEOGOV integration phases), Tax Forms, Emergency 
Contacts, etc. 

HRIS Field Reps 
HRGs 

CoM Employees 

New timesheet ‘look & feel’  
Timekeepers 

Managers / Supervisors 

PDF copies of paychecks made available  All Employees 

Simplified network access to PeopleSoft HCM All Employees 

Streamlined employee on-boarding for network and 
system access 

HRIS Field Reps 
New Hires 

Improved HCM Reporting capabilities Managers / Supervisors 

Cosmetic Changes – New screen look & feel, location of 
+/- sign, additional hyperlinks, etc. 

All Employees 
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HCM/ELM - Change Impacts (cont.) 

Area Enhancement Impact 

Enterprise 
Learning 

Management 
(ELM) 

Integrated with Outlook e-mail and Calendar All ELM users 

Workflow approval for Supplemental Learning Managers / Supervisors 

Learning feedback captured through online ratings 
Instructors 

Managers / Supervisors 
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Basic Navigation 

• Login / Access 

•COMET Landing Page / Work Centers 

•Timekeepers Self-Service Work Center 

• Search Options 

• Favorites 

•Worklists 



Login / Access  

1. Access CityTalk through a 
web browser:  
http://citytalk 

2. Click the COMET link 
from the CityTalk 
homepage. 

3. Enter your User Id 
(Employee ID) and 
password. 

4. Click the HR button   
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http://citytalk/
http://hrweb001p.ci.minneapolis.mn.us:10020/psp/hr92prd/?cmd=login


COMET Landing Page & Work Centers 

• Entry or ‘landing’ page once logged into HR COMET 
• COMET business processes organized around Work Centers 
• Work Centers are assigned by role 
• All City Employees will have a Employee SS Work Center (except Summer Youth & Election Judges) 

Work 
Centers 
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Time Management Work Center 

• Note – The business processes assigned to the Time Management  MSS Work 
Center are being finalized at the time these training materials were published.  
This image may not reflect the actual MSS Work Centers at “Go-Live”. 

• Timekeeper View of 
COMET Time 
Management 
Processes 

• Activities/Tasks 
Organized by Work 
Centers 
 Report Time for 

Your Team 
 Approve Time 

• Access limited to the 
Timekeeper role 
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Search Options 

The various search options provide 
several approaches that is most familiar 
to you: 
• Menu Navigation is a hierarchy of 

folders that expand and collapse. 
• Work Centers  provide an alternative 

navigation option that displays the 
same results as the Menu.  Inside 
each Work Center are links that take 
you directly to the pages you need to 
access. 

• The Search functionality will find a 
specific transaction page and display 
the associated path. 

 

Menu Navigation 

Work Centers 

Search 
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Favorites 

1. Navigate to the page to be selected as a favorite: 

2. Click the Add to Favorites link in the top right 
corner of the browser 

3. The Add to Favorites pop-up appears.  Enter a 
description or name for the page.  

4. Click OK.  

5. To access a favorite, click 
My Favorites in the Menu 
and click the desired 
hyperlink: 

 

6. Click Edit Favorites to 
change a display name or 
order. 

Adding a Favorite Accessing My Favorites 

11 



Worklists 

Main Menu > Worklist > Worklist Details 

• A worklist is an HRIS “to-do” list 
• A notification to take action on the HRIS Management Center is sent to the appropriate supervisor 
• This notification or “to-do” item is used by the supervisor role and will remain for the supervisor 

until it has been marked as ‘worked’ 
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Time & Labor Topics 

•Timesheet 

•Approving Time 

•Combo Codes 

•Payable Time – Summary & Detail 

•Reports 



Timesheet 

Manager Self Service > Time Management > Report Time > Timesheet  

• Report time and 
task details for a 
day, week or 
calendar period 

 
• +/- to add/delete a 

time entry has move 
to the ‘left’ in 
COMET 
 

• The Timesheet page 
displays different 
information  when 
accessed from the 
Self Service 
component 
compared to the 
Manager Self-
Service component 

http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=CO_MANAGER_SELF_SERVICE&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=CO_MANAGER_SELF_SERVICE&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=CO_MANAGER_SELF_SERVICE&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=HC_TIME_MANAGEMENT&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.HC_TIME_MANAGEMENT&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=HC_RECORD_TIME_MGR&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.HC_TIME_MANAGEMENT.HC_RECORD_TIME_MGR&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/c/ROLE_MANAGER.TL_MSS_EE_SRCH_PRD.GBL?FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.HC_TIME_MANAGEMENT.HC_RECORD_TIME_MGR.HC_TL_MSS_EE_PRD_GBL3&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder


Time Entry - Demo 

Your Instructor will walk through the 
following items on the Timesheet: 

 
• Navigating to the Timesheet 
• Employee  Selection 
• Change View 
• Time Reporting Code 
• Combo Codes 
• Submitting Time 

 



Approvals 

Time and Labor > Approve Time > Payable Time  

• Select the check box in 
the Select column next 
to the rows that you 
want to approve.  

• The system displays all 
data for the payable 
time in the appropriate 
field. If no data exists 
for the field, it is blank. 

• Select the Time 
Reporting Elements, 
Cost, or Task Reporting 
Elements tabs to view 
additional details 
about the time that 
needs approval. 

• This is the Approve 
Payable Time – Day 
View. 
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http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=HC_TIME_AND_LABOR1&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.HC_TIME_AND_LABOR1&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=HC_TIME_AND_LABOR1&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.HC_TIME_AND_LABOR1&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=HC_TIME_AND_LABOR1&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.HC_TIME_AND_LABOR1&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=HC_APPROVE_TIME&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.HC_TIME_AND_LABOR1.HC_APPROVE_TIME&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/c/CAPTURE_TIME_AND_LABOR.TL_SRCH_APPRV_GRP.GBL?FolderPath=PORTAL_ROOT_OBJECT.HC_TIME_AND_LABOR1.HC_APPROVE_TIME.HC_TL_MNG_PAY_APPROVE_GBL4&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/c/CAPTURE_TIME_AND_LABOR.TL_SRCH_APPRV_GRP.GBL?FolderPath=PORTAL_ROOT_OBJECT.HC_TIME_AND_LABOR1.HC_APPROVE_TIME.HC_TL_MNG_PAY_APPROVE_GBL4&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder


Approvals - Demo 

Your Instructor will walk through the 
following items with Timesheet 
Approval: 

 
• Navigating to the Approval Page 
• Change View 
• Apply Schedule 
• Verifying Time Reporting Code 
• Verifying Combo Codes 
• Approving Time 



Project Combo Codes (“Speed Types”): 
Naming Conventions: 
• 15 Character PROJECTID  (Green) 
• 7 Character ACTIVITYID  (Black) 
• 3 Digit Auto-number (Blue) 

Notes: 
• If the PROJECTID or ACTIVITYID doesn’t equal 15 or 7 characters respectively, then the rest 

would ‘0’ fill 
• For the first occurrence a PROJECTID and ACTIVITYID, the Autonumber will be 001 

• Where the PROJECTID and ACTIVITYID are the same, the Autonumber will be set to 002, 003, 
004, etc. 
 

Non-Project Combo Codes: 
• Fund  (Green) 
• Department (Black) 
• If there is no Project (Red dash ‘-’) 
• If there is no Task (Blue dash ‘-’) 

Combination Codes 

Example of a Project Combo Code: 
680F01090000000BM01000001 

 

 
 

     PROJECTID               ACTIVITYID  AUTO# 

Examples of a Non-Project  
Combo Code: 

 
 
 
 

Fund        Dept No Task 

No Project 
001008200230-- 

115007101251-710PL76 

No Project 

Fund        Dept                Task 
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Searching for Combination Codes 

Timesheet 
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Additional search criteria 
for Combo Codes  on the 
Timesheet is available in 
COMET 



Payable Time – Summary & Detail 

Time Reporting > View Time > Payable Time Summary  

Time Reporting > View Time > Payable Time Summary  

http://hr-web-d1.ci.minneapolis.mn.us:10220/psp/hr92snd/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=HC_TIME_REPORTING&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_EMPLOYEE_SELF_SERVICE.HC_TIME_REPORTING&IsFolder=true
http://hr-web-d1.ci.minneapolis.mn.us:10220/psp/hr92snd/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=HC_TIME_REPORTING&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_EMPLOYEE_SELF_SERVICE.HC_TIME_REPORTING&IsFolder=true
http://hr-web-d1.ci.minneapolis.mn.us:10220/psp/hr92snd/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=HC_VIEW_TIME&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_EMPLOYEE_SELF_SERVICE.HC_TIME_REPORTING.HC_VIEW_TIME&IsFolder=true
http://hr-web-d1.ci.minneapolis.mn.us:10220/psp/hr92snd/EMPLOYEE/HRMS/c/ROLE_EMPLOYEE.TL_TM_MPAY_SUMM_PG.GBL?FolderPath=PORTAL_ROOT_OBJECT.CO_EMPLOYEE_SELF_SERVICE.HC_TIME_REPORTING.HC_VIEW_TIME.HC_TL_TM_MPAY_SUMM_PG_GBL7&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder
http://hr-web-d1.ci.minneapolis.mn.us:10220/psp/hr92snd/EMPLOYEE/HRMS/c/ROLE_EMPLOYEE.TL_TM_MPAY_SUMM_PG.GBL?FolderPath=PORTAL_ROOT_OBJECT.CO_EMPLOYEE_SELF_SERVICE.HC_TIME_REPORTING.HC_VIEW_TIME.HC_TL_TM_MPAY_SUMM_PG_GBL7&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder
http://hr-web-d1.ci.minneapolis.mn.us:10220/psp/hr92snd/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=HC_TIME_REPORTING&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_EMPLOYEE_SELF_SERVICE.HC_TIME_REPORTING&IsFolder=true
http://hr-web-d1.ci.minneapolis.mn.us:10220/psp/hr92snd/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=HC_VIEW_TIME&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_EMPLOYEE_SELF_SERVICE.HC_TIME_REPORTING.HC_VIEW_TIME&IsFolder=true
http://hr-web-d1.ci.minneapolis.mn.us:10220/psp/hr92snd/EMPLOYEE/HRMS/c/ROLE_EMPLOYEE.TL_TM_MPAY_SUMM_PG.GBL?FolderPath=PORTAL_ROOT_OBJECT.CO_EMPLOYEE_SELF_SERVICE.HC_TIME_REPORTING.HC_VIEW_TIME.HC_TL_TM_MPAY_SUMM_PG_GBL7&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder
http://hr-web-d1.ci.minneapolis.mn.us:10220/psp/hr92snd/EMPLOYEE/HRMS/c/ROLE_EMPLOYEE.TL_TM_MPAY_SUMM_PG.GBL?FolderPath=PORTAL_ROOT_OBJECT.CO_EMPLOYEE_SELF_SERVICE.HC_TIME_REPORTING.HC_VIEW_TIME.HC_TL_TM_MPAY_SUMM_PG_GBL7&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder
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Time and Labor Management Reports 

• Run Timesheet Needed Report 
• Run Timesheet Submitted Report 
• Run Approval Needed Report 
• Reported Time by Day/TRC (M) Report 
• Payable Time by Day/TRC (M) Report 
• Payable Time by TRC (M) Report 
• Labor Distribution Reports 



Run Timesheet Needed Report 

Manager Self Service > Management Reports (M) > Run Timesheet Needed Report  
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http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=CO_MANAGER_SELF_SERVICE&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=CO_MANAGER_SELF_SERVICE&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=CO_MANAGER_SELF_SERVICE&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=M_MANAGEMENT_REPORTS&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=M_MANAGEMENT_REPORTS&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=M_MANAGEMENT_REPORTS&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/c/M_CUSTOM.M_MGMT_NOTIMESHEET.GBL?FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS.M_MGMT_NOTIMESHEET_GBL&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/c/M_CUSTOM.M_MGMT_NOTIMESHEET.GBL?FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS.M_MGMT_NOTIMESHEET_GBL&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder


Run Timesheet Submitted Report 

Manager Self Service > Management Reports (M) > Run Timesheet Submitted Report  
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http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=CO_MANAGER_SELF_SERVICE&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=CO_MANAGER_SELF_SERVICE&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=CO_MANAGER_SELF_SERVICE&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=M_MANAGEMENT_REPORTS&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=M_MANAGEMENT_REPORTS&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=M_MANAGEMENT_REPORTS&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/c/M_CUSTOM.M_MGMT_TIMESHEET.GBL?FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS.M_MGMT_TIMESHEET_GBL&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/c/M_CUSTOM.M_MGMT_TIMESHEET.GBL?FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS.M_MGMT_TIMESHEET_GBL&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder


Run Approval Needed Report 

Manager Self Service > Management Reports (M) > Run Approval Needed Report  
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http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=CO_MANAGER_SELF_SERVICE&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=CO_MANAGER_SELF_SERVICE&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=M_MANAGEMENT_REPORTS&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=M_MANAGEMENT_REPORTS&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=M_MANAGEMENT_REPORTS&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/c/M_CUSTOM.M_MGMT_TLAPPR.GBL?FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS.M_MGMT_TLAPPR_GBL&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/c/M_CUSTOM.M_MGMT_TLAPPR.GBL?FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS.M_MGMT_TLAPPR_GBL&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder


Reported Time by Day/TRC (M) Report 

Time and Labor > Reports > Payable Time by Day/TRC (M)  
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http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=HC_TIME_AND_LABOR1&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.HC_TIME_AND_LABOR1&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=HC_TIME_AND_LABOR1&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.HC_TIME_AND_LABOR1&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=HC_CREATE_REPORTS17&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.HC_TIME_AND_LABOR1.HC_CREATE_REPORTS17&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/c/M_CUSTOM.M_MGMT_TLDTL2.GBL?FolderPath=PORTAL_ROOT_OBJECT.HC_TIME_AND_LABOR1.HC_CREATE_REPORTS17.M_MGMT_TLDTL2_GBL&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/c/M_CUSTOM.M_MGMT_TLDTL2.GBL?FolderPath=PORTAL_ROOT_OBJECT.HC_TIME_AND_LABOR1.HC_CREATE_REPORTS17.M_MGMT_TLDTL2_GBL&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder


Payable Time by Day/TRC (M) Report 

Time and Labor > Reports > Payable Time by Day/TRC (M)  

27 

http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=HC_TIME_AND_LABOR1&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.HC_TIME_AND_LABOR1&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=HC_TIME_AND_LABOR1&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.HC_TIME_AND_LABOR1&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=HC_TIME_AND_LABOR1&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.HC_TIME_AND_LABOR1&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=HC_CREATE_REPORTS17&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.HC_TIME_AND_LABOR1.HC_CREATE_REPORTS17&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/c/M_CUSTOM.M_MGMT_TLDTL2.GBL?FolderPath=PORTAL_ROOT_OBJECT.HC_TIME_AND_LABOR1.HC_CREATE_REPORTS17.M_MGMT_TLDTL2_GBL&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/c/M_CUSTOM.M_MGMT_TLDTL2.GBL?FolderPath=PORTAL_ROOT_OBJECT.HC_TIME_AND_LABOR1.HC_CREATE_REPORTS17.M_MGMT_TLDTL2_GBL&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder


Payable Time by TRC (M) Report 

Time and Labor > Reports > Payable Time by TRC (M)   
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http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=HC_TIME_AND_LABOR1&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.HC_TIME_AND_LABOR1&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=HC_TIME_AND_LABOR1&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.HC_TIME_AND_LABOR1&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=HC_CREATE_REPORTS17&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.HC_TIME_AND_LABOR1.HC_CREATE_REPORTS17&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/c/M_CUSTOM.M_MGMT_TLDTL3.GBL?FolderPath=PORTAL_ROOT_OBJECT.HC_TIME_AND_LABOR1.HC_CREATE_REPORTS17.M_MGMT_TLDTL3_GBL&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/c/M_CUSTOM.M_MGMT_TLDTL3.GBL?FolderPath=PORTAL_ROOT_OBJECT.HC_TIME_AND_LABOR1.HC_CREATE_REPORTS17.M_MGMT_TLDTL3_GBL&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder


Labor Distribution Reports 

Example of ‘Labor Distribution by Project’ Report 

Labor Distribution 
Reports 

Manager Self Service > Management Reports (M) > COMPASS Financial Reports 
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http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=CO_MANAGER_SELF_SERVICE&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=CO_MANAGER_SELF_SERVICE&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=CO_MANAGER_SELF_SERVICE&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=M_MANAGEMENT_REPORTS&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=M_MANAGEMENT_REPORTS&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=M_MANAGEMENT_REPORTS&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=M_COMPASS_RPTS&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS.M_COMPASS_RPTS&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=M_COMPASS_RPTS&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS.M_COMPASS_RPTS&IsFolder=true
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Course Outline 

•Change Impacts 

•Basic Navigation 

•Time & Labor Module 

• Summary 
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Summary 

•Review of Key Changes 

•Basic Navigation of COMET 

•Review of Time & Labor Module 

•What’s Next: 

• Cutover Activities:  August 24 – 28 

• System Down:  August 28 – 31 

• COMET goes ‘Live’:  September 1st  



Questions 



Appendix 

Step-by-Step Documents:  Time and Labor ESS 

Step-by-Step Documents:  Time and Labor MSS 


